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CASH RECEIPTS 

Rece ipts are g iven t o app l i c an t s f o r payment of fees 
a s soc i a ted with ob ta in i ng permits and l i c en se s . A copy 
of the rece ip t I s reta ined by the d i v i s i o n . 

REFUNDS 

A pa r t i a l refund of the i n i t i a l fee i s g iven to the 
permittee when a permit i s cance l l ed . 

CANCELLED PERMITS 

MONTHLY ACTIVITY REPORTS 

These repor t s prov ide summary information on permit 
i s suance, p lans examinat ion, i n spec t i on s , f i n a l i n spec 
t i o n s , v i o l a t i o n s g i v e n , v i o l a t i o n s s a t i s f i e d , commer
c i a l l i c e n s e s , mobile home l i cen se s and r e n t a l s , t ax i 
cabs , swimming poo l s , animal c o n t r o l , u t i l i t y space and 
misce l laneous l i c en se s . A second report g i v e s the mar
ket va lue of the permits i ssued in three c a t e go r i e s : 
r e s i den t i a l c o n s t r u c t i o n , commercial con s t ruc t i on and 
other c o n s t r u c t i o n . Th i s report g a s e s i g n i f i c a n t r e f e r 
ence va lue t o the d i v i s i o n . Th i s report i s the MONTHLY 
COMPARISON REPORT OF BUILDING. 

TRADE LICENSES 

L icenses t o perform work in the e l e c t r i c a l , mechanical 
o r plumbing t rades are i s sued in t h i s d i v i s i o n . They 
are renewed on a yea r l y b a s i s . 

LOG BOOKS 

The p roces s ing of a p p l i c a t i o n s and i s sued permits are 
recorded in log books, which prov ide the primary i n 
d ices fo r access to the records . These logs are of 
cons iderab le value t o the d i v i s i o n . 

RETAIN THREE YEARS IN OFFICE, 
THEN DESTROY. 

RETAIN THREE YEARS IN 
OFFICE, THEN DESTROY. 

RETAIN ONE YEAR IN OFFICE, 
THEN DESTROY. 

RETAIN ONE COPY FOR EACH 
MONTH PERMANENTLY. 

RETAIN IN OFFICE THREE 
YEARS, THEN IN RECORDS 
CENTER TWO YEARS, THEN DES
TROY. . 

RETAIN PERMANENTLY IN OFFICjE, 
OR RECORDS CENTER, OR UNTIl] 
OPERATIONAL & SECURITY 
MICROFORM IS MADE. 

IF FILMED, SEND HARD COPY 
TO STATE HALL OF RECORDS F|)R 
PERMANENT RETENTION. 

Schedule Approved by Deportment, 

Agency , or D i v i s i o n Representot ive 

; Schedule Authorized fcy 

' Ha l l of Records Commis s i on 
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BUILDING PERMITS 

These prenumbered permits conta in Informat ion pe r ta i n i ng 
to co s t of proposed c o n s t r u c t i o n , s t r uc tu ra l changes, 
owners name, address and other re levant data necessary to 
process the permit. Attachments to the permit prov ide in-j 
formation on p e r c o l a t i o n , dr iveway, p l o t plan and sedimenij 
contro l a s well a s l e t t e r s and approva l s from va r i ou s de
partments, there are s i x c op i e s : 

RETAIN IN OFFICE THREE YEARS 
(TWO PAST + CURRENT), THEN IN 
RECORDS CENTER PERMANENTLY OR 
UNTIL OPERATIONAL & SECURITY 
MICROFORM COPIES CAN BE MADE. 

I F F ILMED, SEND HARD COPY TO 
STATE HALL OF RECORDS FOR 
PERMANENT RETENTION. 

o r i g i n a l , reta ined by d i v i s i o n 
to Gas & E l e c t r i c Company 
to Regional P lann ing Counci l 
- t o permittee 
to Enforcement D i v i s i o n , then to A s se s s -

a. white 
b. p ink -
c. blue -
d. ye 11ow 
e. go ld -

ments 
f. green - t o I n spector , then f i l e d with o r i g i n a l 

white copy. 

The permits have been f i l e d numer ica l ly s i nce 1976; p r i o r 
t o tha t t ime, they were f i l e d a l phabe t i c a l l y by owner ' s 
name. These permits are of cons ide rab le reference va lue. 

ELECTRICAL PERMITS - FINALS & APPLICATIONS 

A p p l i c a t i o n s fo r e l e c t r i c a l permits are f i l e d by s t r ee t 
name, a l p h a b e t i c a l l y . A f i n a l permit conta in s the same 
informat ion as the a p p l i c a t i o n , but i s f i l e d by year , 
then numer ica l l y by the permit number. I t i s necessary 
to r e ta i n the a p p l i c a t i o n s to prov ide a c ro s s - r e fe rence 
to the permits under the cu r rent system. There are f i v e 
cop ie s of the permit: 

a. o r i g i n a l - reta ined by d i v i s i o n 
b. I n spector s copy 
c. cTwo cop ies to Gas & E l e c t r i c 
d. ( 
e. C o n t r a c t o r ' s Copy 

The In spector s copy i s f i l e d with o r i g i n a l by year , then 
numer ica l l y by permit number. 

MECHANICAL PERMITS 

These permits are i ssued fo r heat ing , r e f r i g e r a t i o n o r 
a i r c ond i t i on i n g i n s t a l l a t i o n s or mod i f i c a t i on s . They ar3 
f i l e d a l p h a b e t i c a l l y by s t r ee t name, and have four cop ies 
d i s t r i b u t e d as f o l l o w s : 

a. o r i g i n a l - white, reta ined by d i v i s i o n 
b. yel low - permittee (app l i cant ) 
c. p ink - I n spector , then attached to o r i g i n a l 
d. go ld - Assessment 

RETAIN IN OFFICE THREE YEARS 
(TWO PAST + CURRENT), THEN IN 
RECORDS CENTER PERMANENTLY OR 
UNTIL OPERATIONAL AND SECURITY 
MICROFORM COPIES CAN BE MADE.. 

IF AN ALTERNATE METHOD OF CROS$ 
REFERENCING APPLICATIONS TO 
FINAL PERMITS IS DEVELOPED, 
RETAIN APPLICATIONS THREE YEAR$ 
THEN DESTROY. 

RETAIN THREE YEARS IN OFFICE, 
THEN PERMANENTLY IN RECORDS 
CENTER OR UNTIL SECURITY & 
OPERATIONAL MICROFORM IS MADE. 
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10 

11 

12 

PLUMBING PERMITS 

Plumbing permits are f i l e d by s t r ee t name, with the o r i 
g i na l copy reta ined by the d i v i s i o n and the second copy 
go ing to the plumber/appl icant. In 1972 and 1973, a thirci 
dup l i ca te was created and f i l e d by D i s t r i c t , then plum
b e r ' s name. IT IS RECOMMENDED THAT THESE DUPLICATE COPIER 
BE DESTROYED. 

PERCOLATION TESTS & SEPTIC PERMITS 

The In spect ions & Permits Department ac t s as an agent 
fo r the S tate Health Department by p rov id ing a p p l i c a t i o n s 
and t ak i ng in fees in connect ion with pe rco la t i on t e s t s 
and p r i v a te sewage system p roce s s i ng . There are three 
cop i e s : 

a. o r i g i n a l - reta ined by d i v i s i o n 
b. second - to Health Department 
c. t h i r d - t o app l icant/permit tee 

Pe rco l a t i on t e s t s are f i l e d by owner ' s name and a f t e r 
1976, completed perc t e s t s were f i l e d with the s ep t i c 
permi t s , by t h e i r number. P r i o r t o 1977, s ep t i c permits 
are f i l e d by year then a l p h a b e t i c a l l y by s t r ee t names. 

WATER & SEWER CONNECTION PERMITS 

Before an i nd i v idua l may connect into the pub l i c water 
o r sewer l i n e s , he must ob ta in a connect ion permit. 

Th i s permit i s In s i x p a r t s : 

a . white - goes to Pub l i c Works 
b. blue - i s logged and f i l e d fo r o f f i c e copy 
c . yel low - p lumber ' s copy (Plumbers are the on ly 

app l i c an t s ) 
d. green - assessments 
e. go ld - i n s p e c t o r ' s copy then to d r a f t i n g 
f. p ink - b i l l i n g in Finance 

RETAIN THREE YEARS IN OFFICE, 
THEN PERMANENTLY OR UNTIL 
SECURITY & OPERATIONAL MICRO
FORM IS MADE. 

RETAIN THREE YEARS IN OFFICE, 
THEN TWO YEARS IN RECORDS 
CENTER, THEN DESTROY. 

(Health Dept. has Record Copy 
respons i b l I i t y ) 

RETAIN THREE YEARS IN OFFICE, 
THEN PERMANENTLY IN RECORDS -
CENTER OR UNTIL SECURITY & 
MICROFORM COPY CAN BE MADE. 


